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TO “BUSINESS” GRADUATES 


You, too, will find much that is helpful in this message to a 
class of Professor Willard Rude’s at Oklahoma A & M College 


By SUE GADDY 


NTRODUCTION \s I told Mr. 
Rude, I feel that this invitation is a 
great honor. I also told him that I 


could tell college students 
thought they already knew 


felt, however, that 


didn't feel I 
very much—l 
everything I did. He 


[ could draw from my own experience 
and tell you some things which might be 
helpful 


THIS is the third subject that was sub- 
mitted to me. First, it 
1 talk on “What the Businessman Expects 
oi his Secretary,” and I was prepared to 
tell you that he expects too much! Next, 
Mrs. West wrote me that my subject would 
be “The Duties of the Secretary.” I had 
written quite a large volume on this sub- 
ect. When the printed program was for- 
warded to me about a week ago, the sub- 
ct had been changed to “The Secretary’s 
Opportunity for Development on the Job.” 
By that time I was well used to writing 
took very little eftort to 
another one. I like this subject best, 
cause the word “opportunity” is better 
rom a psychological standpoint than the 


was suggested that 


spe ches, sO it 
write 
} 


rd “duty.” 

It would seem that there is a gap some- 
I a secretarial training class 
and that this 
have entitled “The 
Stenographer’s Opportunity for Develop- 
ment on the Job” or “The Opportunity 
for Development on Any Job You Get.” 
youth's most 
aim 


where between 


and a secretarial position 


talk might well been 


However, optimism is one of 
outstanding traits, and it is well to 


high 


I IN THE FIRST PLACE, there is 
* almost unlimited opportunity for 
mental growth on the part of the secretary. 
This may not seem important to young 


people who are wide awake and who have 
varied interests. But I have seen good 
minds stagnate on routine jobs. Certainly 


there is no reason for the secretary's going 


stale. 


LET US ASSUME that the secretary 
is working for the General Superintendent 
of a big oil company, (Since my experi 
ence has been almost exclusively with oil 
companies, I have used the oil company 
for my illustrations.) She has already 
gathered that the primary purpose of an 
gil company is to produce oil, and that it 
is obtained by drilling wells. However, she 
learns that it is not so simple as it might 


seem, 

The Engineering 
large part in the work of the oil company 
today, and as she reads reports from the 
engineers she realizes that it would be a 
big help if she had a little technical back- 
ground. Even the ability to use a slide rule 
certain amount of re- 


Department plays a 


would command a 
spect! 

Then there are letters coming 
desk from the Geological Department, and 


over her 


she learns that there is another important 
department. 
Perhaps the Safety Director has sub 


mitted a report on the activities of indus- 
try as a whole to protect its workers from 
hazards. Here she has an opportunity to 
glimpse something of the work going on 
in all industries. 
Possibly an angry 
a location with a 
doesn’t want an oil 
wheat field. Or the 
a lawsuit on its hands because one of its 
employees driving a Company car has be- 
come involved in an accident. Matters 
of such referred to the Legal 


farmer is sitting on 
shotgun, becawse he 
well drilled On his 
company may have 


nature are 
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Sie cs K \\ 
tunity to lea 
She may become inter St d enoug In some 


+} 
) ul 


jects to take a course 
issibly Oil and Gas Law, 
Geology, Accounting, or Econ Che 
knowledge of shorthand and typing makes 


it comparatively easy 


II. ah beeing NEXT PI 


clary as the 


of the inter 
at night scho 
ymucs 


? ] , ~} ~ * 
to take such courses 


ACE, thfe 
pportunity 
le idership 


like—and to 


to develop qualities of execu- 


tive ability, if advance 
to better positions. 
I am sure you know that, in 


you 


almost 
secretary who plans the 
work and takes the initiative. It isn’t the 
case of the boss asking her to stay late 

it is more likely to be the secretary re 
mat- 
further 


cases, it is the 


minding the boss that there are 
ters that must be handled without 
So the secretary has a 


initiative and judgment; 


some 


chance to 
to make 
suggestions; to de 
velop self-expression and poise 
And 


le ads to 


delay 
exercise 
decisions as well as 


many times the secretarial job 


a better position. 


I WANT TO TELL YOU about some 
of the good jobs in my own company that 
are held by men and women who started 
as stenographers. 

One of the men holding a splendid posi- 
tion in the Executive Department started 
with the company as stenographer in the 
Production Department. He was next 
made secretary in the Executive Depart- 


) 
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! ‘ sa xecutiv Another 
mal now : & ta ead started 
is stenograph | woman who 1s head 
I « Lega — ‘4 statt Sta t > 
is stenograp \not voman who was ’ 
nployed as stenographer now has a very 
( S1t1O ins Department 
I addition, there a several excellent 
secretarial i ( il positions 1 
company ry ind women Ww 
started as stenogra . 
l iN ilso known = sever instances j 
\ e st taries small companies have 
been mad tt s of t company, per- 
aps sec! y and treasurer, and given 
stocl t con \ i 
Ill IN PHI THIRD PLAC! 
- 4 — opportunity fo 
charact level nent ft ugh service and 
tl ih assuming : sibilities he 
I believe college students will und | 
stand the reaso making this point : 
I find that, for t nost part, young peop 
are tully awar t their responsibilities 
society in return f the great advantages 
that ive been t s I the advantages 


oday. I one 
£ rr ‘ 
“Science, Re 


scientist, make a talk on 


ligion, and a Stable World He empha 
sized the fact that the aim of scienc 
to contribute to the welfare of man—t 
idea of service, you see. I hope that none j 
of you feel that the world owes you ' 
living, but rather that you owe the world 
a lite! 
The secretary is an unusual opportu 
nity to serve. She is working for a busy 


executive with great responsibilities. The 
past few years have been trying ones 
For this reason, the executive feels that 


he must attention to details 


So, as the secretary plans het 


give many 
. time to save 
the valuable time and energy of her chief 
subordinated to his 
His interests automatically 


ter she 


hief, 
her own interests are 
become her in- 
relieves him of 


ests all possible 


responsibility and works for the interest 
vf the Department as a whole. 

I amr sure your secretarial training 
studies have emphasized this point 


IV IN THE FOURTH PLACI 
© the — secretary iS an oppor 
tunity to develop her person: 
ing with other peopl 
No longer are t 
limited to a few people in 
10W 


ility by work 
he secretary's contacts 
work; 


with many people 


1 ‘ 
ner sne 


comes in contact 


' 
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daily—those within the department and 
it! departments in the company, and 
wi many outsiders. So here you have 





along with peopk 


secretary's 


the problem otf getting 
[his is a very real test of the 
hope you have learned in 
college how to get along easily and nat 


rally wit ther people. Like any other 
lishment, it improves with practic 
vou should know a great deal mors 

t t Cl ve $ ence 
YOU will find many types of personali- 


tics in a business ofhce, affording you an 


portunity to develop your psychic pow 


when women are positions 
of some authority, they tend to become 
somewhat conceited. You can understand 
this when you consider that women have 
been in business a comparatively short 
time and do not adjust to it readily. Per 


promoted to 


haps, subconsciously, they reason som¢ 
thing like this: “I’ve been nice to every 
ne I have worked for [ 


these people start being nice to me. I’m 


now let some of 
a secretary !” 
I hope you will guard against any such 
feeling always. Take your work s¢ 
ly, of course, but don't take yourself 


never try to 


usi 


ers and fizure it impress anyone 
— lang ° . ‘ = .. iat 

’ . all ait tte (merican Enterprise roe be Pg, 4 
l secretary 1s , The feeling of su- 
xpected to main - A " ‘ ; periority is pri- 
tain harn S$ re- Dd L : — 9 ) marily a_ childish 
ms with every a? 4) trait. When it is 

é Chis means s - A C.-Y VA necessary that you 

it she must re = / follow up matters 
Lit adaptab! / 2 aie r etnies i - vith the boss’s as- 

it s must hav — sistants, do so ina 
good disposition / quiet, unassuming 
sense of , wr" TZ’ c —~> * way; when you 

that she must write letters of 
ssess tact and lf — fr Fe follow-up even 

s of good com- ' though they were 
sense < ~ —— p> wot dictated, show 

M = hes “2 Se 4 the boss’s initials 

S bout gl yur er ‘ — ee ’ You need not be 
irn and } -- a shrinking violet, 

uhout the = right CO but if you are of- 
kind of makeup and Saher os L _ ficious or too ag 
lothes, but too lit . ' gressive, you will 
as been said - be heartily disliked 

it common q ll aunt 7” possibly laughed 
sense, In the tatk oS 2 at—and you won’ 
to which I have — > i ae ( ‘ have cooperation 
previously referred, , from others in the 


Dr. Compton told 
at his sister’s ex- 


c < 





him in to repair a tert Cacecor 
a window and ex- 
could in his 
language She left 
the house for a while and, when she re 
turned, she found he had removed the 
She scolded him and asked, 
“Why didn’t you use your common sense?” 
The native replied, “Madam, common sense 
is a gift of God; I have only technical 
knowledge.” 

Now, alas, it pains me to tell you that 


plained to him as best she 


what she wanted done. 


—_ am ? ottice. 
—-E 


FURTHER- 
MORE, it is not 


r 1 essary to resort 


( ?/) to such obvious 
means as playing 
politics, using flattery; people are very 
quick to detect the insincere note. 
After you have worked for several years 
and feel that your efforts have met with 
reasonable success, possibly you can write 
a book on “How to Get Along with 
People in Three From my 
observation, I 2am convinced that this is a 
matter which deserves more of our time 
and attention. We need to learn how to 


Lessons !” 
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» mN« | l SI mN N rt gy ago a young 
C Wot L me Don't you think 
stenographic work 1s the 1 t nerve-ex 
1us v \ K the worl I t lh 
s should try t ing, say l grade, « 
working be 1 a counter trying to satisty 
the w s of kle public ve you 
ire not looking 1 something easy. I hoy 
vou have not delib itely take t many 
“snap” courses in colleg: I know that 


your courses under Mr. Rude haven't been 
easy. Now if your employers have just as 
high standards as Mr. Rude, you are in- 
deed fort 
such that almost none of us do more than 





unate, because human nature is 
1s expected of us. 

Stenographic work ts hard, and the life 
of a secretary is certainly not a bed of 
oses. But the competition is keen in all 
helds, and no matter what field of service 


, 


you select, the same thing is true today 
that has always been true—only more so— 
if you get anywhere, you are going to 
have to work and work hard. You have 
also heard it said many times before that 
it is the hard job that shows us what we 
are made of 

In case this sounds too serious, remem- 
ber that it is not necessary to be either a 
grind or a martyr. Theodore Roosevelt 
said that he never prayed for lighter 
burdens, but for broader shoulders. So my 
wish for you as you enter the business 
world is not that you will have easy jobs 
but broad shoulders! 


Are You Guilty? 


ON’T stand in back of another stenog- 
rapher while she is typing. You may 
be politely told to “move on.” 

Don’t forget your manners, even though 
you are rushed. Always say, “Please,” 
and “Thank you.” 

Don’t be a pilferer, taking small supplies, 
such as pencils and erasers, from the office 
One executive complained that he neve 
had a secretary who did not carry away 
with her, when she left, most of the office’s 
small articles 

Don’t rush in preparing to leave the of- 
fice. Put away your supplies carefully. 
Leave gracefully. 
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Information Desk 





Don't you often have questions to ask 

about the work of secretaries, stenogra- 

phers, typists, or shorthand reporters? Why 

not send them to Information Desk, The 

Gregg Writer, 270 Madison Avenue, Neu 

York 16, N. Y. A letter is not necessary, 
a postal card will do. 


W 


= In writing the word “‘therefore,”’ should it be 
preceded and followed by a comma when not be- 
ginning a sentence, and followed by a comma when 
it begins a sentence”"—G. E. McG. 


Che punctuation that is to be used with 
, 


therefore depends entirely on the structure 
of the sentence in which the word occurs 
and the emphasis to be given to the word. 
When therefore is used as a connective in 
a compound sentence, a semicolon should 
precede the word; for example 
Profits have steadily declined; therefore 
the following adjustment is necessary 
When therefore is used parenthetically, 
it usually should be set off by commas, as 
We regret, therefore, that we must make 
this announcement 
In many cases, however, the word does 
nut require emphasis; and in those cases, 
commas are not needed. 


2. In different advertisements and short arti- 
cles, you often speak of a cleaning fluid used for 
typewriters. I am a secretary and very much 
interested.—Constant Reader. 


Most stationery stores can provide clean- 
ing fluids for typewriters. Some of these 
fluids are for use in cleaning the type faces 
while others are for use in taking the gloss 
off paper cylinders ypewriter dealers 
will certainly be able to direct you to one 


h are mar- 


of the many special fluids whic 
keted under trade names. 

The standard fluid used in typewriter re- 
pair shops for cleaning type is benzene or 
naphtha. Gasoline that does not contain 
ethyl may also be used for this purpose. 
These fluids may not be used on the paper 
cylinder because they are likely to be slight- 
ly oily, which will destroy the rubber in 
the cylinder, to say nothing of quickly 
taking on an even glossier surface than be- 
fore it was cleaned. 

Wood alcohol is recommended for dulling 


the finish of glossy Continued on page 250) 
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Business Secrets, or She Won’t 


Talk Now! 


{ Skitlet in Four Scenes, for Commercial Class or Club Programs 
By LOUISE NOLAND 


FOREWORD 
This skitlet may easily be dramatized by an office practice class—it is one that does not require much 
preparation and equipment, and that impresses the class members with an effective moral. 
OBJECTIVE 


To impress class members forcefully with the importance of keeping office matters confidential. 


CHARACTERS 
In the order of their appearance) 
}. B. Crayeurn, of Kelley Company—Empl rN I 
Bor Younc, of Kelley Company—bookkeeper 
Herten Dean, Stenographer 
Tuomas Jones, of Lane Company—friendly competitor of Clayburn 
Ricuarp Dor A \ttorn at law—Employer N 2 


Rutru—-Helen’'s friend 


Scene I 


} 


pM mus p . ond ‘ ’ } ’ nocd * sty feacl A 1 1a teu OF 

hairs. As the scene opens, Mr layburn is talking with his bookkeeper, Bob Young.) 
™ LAYBURN We ll. Bob, I've closed that itrick quotation Deal closed today; contract 

. . . » b signed in a day or so 
>>] ith ‘itenatric > rome . & ’ 

deal with | itzpatrick He is going Fitepatrickh wishes to start installation as seen 
to buy Kelley fixtures. This is not to s possible and we are short some of the material 
be known, however, for the present. Fitz Shall appreciate your speeding up this order 


is much as possible so we will not be delayed 
< ur deliveries to Fitzpatrick 
sion and does not wish any one to know Mosneda 


patrick is not ready to announce his deci 


* a . : (To Miss Dean personally) By the way, 
Bos: That’s great, Mr. Clayburn! I'll hs = pe “Bh - agin. 
1: Miss Dean, I’ve closed the deal with Fitz- 
it say anything to anyone about it : _ : * 
oe ee ' patrick; he’s going to buy our fixtures 
CLAYBURN: Send Helen in. I want to og , . - ; 
, “led : This will be a great blow to our friend 
dictate a short note, and then I am going , 
Jones, who expects to sell him on Lane. 


Heten: Oh, that’s fine, Mr. Clayburn! 


» lunch, 


(As Bob leaves, Helen enters with I'm awfully glad you secured the order 
fen and shorthand pad; she sits Has he signed the contract? 
waiting, expectantly. Here might CLAYBURN: It is to be signed in a few 
he demonstrated the perfect sten- days, but no one must know of it until 
yraphic demeanor preparatory to official notice is published. 
taking dictation.) Heten: I won't tell a soul, Mr. Clay 
CLAYBURN: Miss Dean, take an Inter- burn. 
othce memo, will you please. Send it air CLAYBURN : That will be all, Miss Dean 
mail, and mail it as you go to lunch. I I'll be out until 2 o'clock 
im anxious to have it on its way as soon (Mr. Clayburn leaves; Miss Dean 
as possible. (Begins dictation.) writes the letter and prepares tt 


lo George Mabry, chief order clerk for mailing, then gets her hat and 


" . |] oa - * >}, a _ 
Re: Fitzpatrick quotation. Confidential leaves, speaking to Bob over her 
Rush shipments including material on Fitz shoulder as she reaches the deor.) 
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aie a . , er a 1 — 
Heten: It’s late. Bob, and I’m lunching calories, so’s not to be counted out 


with Ruth today. I hope she waits for m«e Heten (departing) : Believe the old man 
Had no breakfast this merning and I’m has something there, Bob. I'll remember it 
starving Bye, now. 

308 Confucius say Wise girl count Bor So long 


(CURTAIN ) 


Scene Il 


Stag t as Dry Store r +} easily be arrays by plact hairs Back to } k { 
an i small table 5 may be ‘Se | frown H mi FEcov mi s to add touc h of realism with frays pad napkins 
etc. Mr. Clayburn and his friendly enemy Jones are seat 1 in a booth talking 

ONES: Well J. G., I'm sorry for you, only stalling me Huh, some saphead | 

J but I beliey Fitzpatrick is sold on am! (Hesitates) Congratulations, Clay 

Lane fixtures burn! I’m glad you got the contract, if | 
(Helen ] enters with her couldn't. 

friend Ruth. They sit down in the CLaysurN : Thanks, Tom. That's decent 

th next ft nes and Clayburn f you, old man. Sorry it happened this 

vit dt Demag sec the men an way. Fine confidential secreta y I have 

vithout seeing them.) what! Would I like to break her littl 

neck! She admitted I told her not to 


Rutu: Anything exciting happen in your : ; ener 
ae talk, too. Can you beat that tor audacity? 


fice todavr ; . _ : . ‘ ¢ . 
‘ Well, I'm off to fire that little ingrate 


HeLten: Oh . not much. Same old F 
routine—kind of slow, mornings. Some Jones Aw, forget it Clayburn, this 
times things pick up in the afternoon. Wait Could happen to any 
4 minute, though! Something did happen, CLayBurN : Look, Tom, how about lunch 
too—but don’t tell a soul about this. Mr with me, tomorrow? Same time, different 
Clayburn told me not to say anything place—let’s say . Jenks 
about it Jones: Sure, be glad to. So long, and 

Rutu: Go on, Helen, you know little no hard feelings! 

Ruthie. I won't breathe a word to anyone CLAYBURN: Yeah—sure! See you to- 
Just between you and me morrow! (Clayvburn a , throws napRu 

Hecen: Wellll, okay. My boss sold n table and stalks out 
Fitzpatrick on an order. Tom Jones, of re — 

Lane Company, thinks he’s got it in the bag! _piengplig Bom 5 : ar 

daa head a little and rubs his fore- 

(Jones and Clayburn are surprised head. Then he. too. throws d Oo” 

to hear their names mentioned. napkin and 1 “ s. Girls oather 

Jones an yrily gl mces at ( layburn) > ha 1s, an 1 § wes as ney 

Jones: Then, I guess Fitzpatrick was exit.) 
(CURTAIN) 
Scene Ill 
Back in Clayburn’s office. Bookkeeper is alone in the office. Clayburn stamps in. evidencing anger 


LAYBURN: Make out a check for two What a situation! Sort of takes away 
weeks’ salary and give itto Helen when the pleasure of securing that Fitzpatrick 
she returns. Put the application file on contract. I'll be back later, and I don’t 
my desk. We'll have to hire another want to see that girl again! 
stenographer. 

Bos: Is Helen leaving us? 

CLAYBURN: Yes, she’s through! While 
lunching in the drug store, I overheard her 
telling her girl friend about the Fitzpatrick HELEN: Why so sad? Is there anything 
award. I can’t have a girl in my employ wrong? 
who talks about office affairs on the out- Bos: Plenty! The boss overheard your 
side! And after I had specificially cau- conversation with Ruth at noon, while you 
tioned her—and Jones with me at the time! were lunching at the drug store. He rushed 


(Clayburn exits. Short pause 
Helen enters, returning from 
lunch. Bookkeeper looks glum.) 
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ight back to the burned 
that 


could 


omce, and was he 
ip! Told me to give you this check 
e would have no one in his office he 


t trust implicitly, 


(Hands Helen thi 
she accepts reluctantly.) 
HELEN (in a hurt voice): I’m fired? 
Bog [hat seems to be the general idea 
Heten: Don't you think Mr. Clayburn 
would listen . 
Bos No, 
i've missed the 
HELEN 


to an explanation ? 
Helen, I don't 
bus, this time 
That's tough, and j 
id begun to think I was indispensable to 
office. When do I 

Mr. Clayburn 


I'm afraid 


when |] 


just 


I< 


Bor 


] ? 
iCave! 


said he didn’t want 
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starts out, hesitates, an 


(Helen 


voks around.) 


HeLeN: Oh, by the way, Bob, do you 
know anyone who would like to hire a 
good stenographer? And one who won't 
talk? 

Bos: (smiling): but 


Not now Helen, 
if I hear of anything I'll certainly let you 
know. Best of luck, and keep your chin 
' 


Heten (a Iittle more 
rhanks, Bob, I'll appreciate it! 


uy 
cheerfully 


(She lifts her head h 
ut. Bob shakes h 


is 
} - }, 
slowly turns back to his work a 


igh and walks 


head ana 


scene closes.) 


to see you again. I don't think it would (CURTAIN) 
lo any good to 
Helen € y E re Scene ia 
collects ys i ca (Six months later 
ersonal be- The office of Doug- 
- > toe las and Adams, At- 
nrti € . torneys-at-law.) 
as she . 
‘ \. Doveras (fin- 
aie 7 i ishing last letter 
HELEN (to her- - F | f his mornina’s 
elf as she 1 4 dictation): “Sin- 
rks What Se : cerely yours.” 
vill [ tell the Er . . Miss 
tolks Of all the As . . Dean, you have 
places to lunch 11, \% been with the firm 
n the city, he ” ; for five months 
had to be in that " } . . now and_= your 
me place. Who ‘ . : . work has been 
was it said, “Si ‘ . more than satis- 
lence is golden,” , » » factory 
1 words to that , One thing that 
effect? : ™“ . I appreciate more 
I didn’t mean oe N~A than anything 
to betray any se- * ‘ else is your abil- 
rets. Strange ; ‘> io ity to keep all 
words can na. j* office matters con- 
sip out at un- Designed by Percy G. Sterling, Crisfield hdential You il- 
guarded mo- (Maryland) High School lustrate that “se- 
ments! But from cret” is a most 
now on these lips are sealed as far as the important part of the word “secretary.” 
ffice is concerned. Wish Mr. Clayburn Heten: Thank you so much, Mr. Doug- 
uuld realize that. las. I have tried, and I am glad that my 


Bos: It’s no use, Helen, He's through! 


(She toward door—comes 


back 


starts 
, shakes hands with Bob.) 


HELEN (smiling ruefully) : It’s been nice 
working with you, Bob. You've helped me 
a lot. Thanks for everything. Hope I'll 
be seeing you again 

Bos: This is awful! I sure do hate your 
going this way. I wish there were some- 


thing I could do for you 


cfforts have pleased you. 1 assure you 
that I'll never forget the importance of 
keeping confidential everything that trans- 
pires in the office. 

Dovctas: It’s a pleasure to tell you, Miss 
Dean, that the firm is raising your salary 
$10 a month, beginning with this month 

HeLeN (much gratified): Thank you, 
Mr. Douglas. That makes me very happy. 
I can hardly wait to tell my folks! 


(CURTAIN) 
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CT Quiz 


By BORIS RANDOLPH 


A: the 
i contain the 


words of the 
letters C and 


following Quiz 


as indi- 


ited. The idea is for you to fill in the re- 


imime 


core 


xtra 10 points if vou 


four letters in each 
ling to the given definitions 
points tor each 


: 


® minutes or less 


r 


ISR 


DEFINITIONS 


I. 


’ 


So Oa 


x ID Vik Veto 


SO WsAID Ui Vito = 


AA Vatyvlye toe tuty bo totvtot 


ahem 


,. 
40. 


ne correct answers are 


Do 

Grasp tughtly 
\ppearance 

An aromatic herb 
Speech peculiarity 

Alive : 

\ panther. . 

\ new type of bomb 
Rouse or stir up 
Chooses 

Winner 

Find 

An authoritative statement 
Conduct (verb 

Not generally known 
Feverish 

Sings 

Sparse 

Draft (verb; military 
Habit 

Narrate 

A kind of grape 
Mean-spirited, cringing 
Mystical 

I ivestock. 

A pendant 

I lement, agent 
A trumpet 
Glazed calico 
Sweet 

Builds 

Frigid 

To dre SS 
Reconnoiters 
A wardrobe 
Court clerk’s re« 
Church head 
State division 
Musical scale 


To attend, guard 


wd book 


given 


case, ac- 


You get 


right answer, and an 
complete the test in 


on page 


Worp Reguirep 


C----1 
C--T-- 
----Cl 
C-T--- 
--C--7 
CT <-- 
-C---1 
o«Ce-] 
--(C-T- 
oo-(CT - 
-CT -- 
--(C-T- 
--CT-- 
er oe 
--C--T 
--(C 7 -- 
C---T- 
C.-T 
--=-CT 
C--T-- 
--C-T- 
---C-] 
cone 
eC---] 
C-T--- 
--C--7 
(CT - 
C---2T 
C---1- 
---C-T 
o-(T - 
oo(' J] << 
C--|-- 
see Ta 
C----1 
“C--7 
«(CT -- 
C---T- 
-CT--- 
--C--1 


I Wrote My Love a Letter 


I took a little pothook, 
I took a little dash. 

I wrote my love a letter, 
And in my ardor rash 

I put it all in shorthand. 
It took me down a peg 


When the censor made corrections 


On some errors in my Gregg! 
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Something to Remember 


F you take the word of the U.S. Officiai 
Postal Guide, you won't abbreviat: 

the states of Idaho, Iowa, Maine, Ohio, 
and Utah. They're listed in the Guide with 
the curt notation, “Do Not Abbreviate.’ 
in abbreviating names of 


( alif., Neb. fo 


Common errors 
states include Cal. for 
Vebr., Ore. for Oreg., and Wisc.. for Wts 
abbreviations tor other 
Ark., Colo., Conn., 


The correct 
states are A\la., Ariz 
Del., D.C., Fla., Ga., Ill, Ind., Kans., Ky., 
La., Md., Mass., Mich., Minn., Miss., Mo.., 
Mont., Nev., N. H., N. J.. N. Mex., N. Y.., 
N. c.. x. Dak. Gbie. Pa. BR. LL. 3S. <.. 
S. Dak., Tenn., Tex., Vt.. Va., Wash., 
W. Va. Wyo 

The Guide sanctions the 
Virgin Islands to V. I. and Puerto Rico 
to P. R.. but frowns on taking liberties 
with Alaska, Guam, and Samoa, and pre 


fers Hawaii to T. H—Erik W. Modean 


shortening of 


[It requires but a little thought on your 
part to accustom yourself to using thes« 
recommended forms, and it will some 


times make all the difference between 
prompt delivery and a wandering journey 
for the letter or parcel you address 
[The expressman, too, will benefit by 
this same method of abbreviating. if ab- 
breviate you must. Where you've time 
spell it out, even to Pennsylvania or 
\/assachusetts—Editor. | 


Items of Interest 


RDINARY paper bags are used to 

SJ keep dust off delicate instruments mov- 

ing along an assembly line in a mid-west 
General Electric Plant Pioneer. 

of worn-out bills costs 

ions of dollars 


> THE replacement 
the Government several mil] 
ich vear. To cut down this expense by 
making money last longer, a machine has 
been developed which gives paper money 
as much folding and crumpling in a few 
would receive in months of 
normal service. After the automatic crum- 
pling treatment, air is forced through the 


minutes as it 


paper to determine how much the structure 
has been opened up, a factor closely related 
to strength and_ stiffness —Pionceer. 

>» CUT flowers, and particularly carna- 
tions, will wilt in the presence of apples 
because the fruit gives off ethylene gas 
The Ninth Floor. 
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20 WORDS MORE A MINUTE 


Once you have laid a good foundation, it is easy to build speed. 


Here are some speed-building suggestions that will help you 


By JANET KINLEY GREGG 


wrthand in 

September, you hav: a good 

foundation upon build 
1 shorthand writing speed that will enable 
you to take dictation of any kind in fluent, 
easily read notes. Here are some sugges- 
s that will help you build speed easily 
und quickly 


F you began the study of sh 
| 
now laid 


which you can 


SUGGESTION NO. 1—First of ali, 
ld realize that thousands of capable 

rendering am indispen- 
sable wartime service both in civilian life 
ind in the Armed Forces. After the War, 
the need for stenographers will be so great 
be assured of an important 
our postwar prob- 
incentive 


you 
s u 


stenographers are 


that you 
part to play in 
this a stimulating 
shorthand speed as 


may 
solving 

ms Isn't 
for you to build your 
possibl 


as you can in the shortest 


, so that you will be ready when the 
ill comes for you to do your part! 


Now you want to know how you can 


shortest possible time 


SUGGESTION NO. 2 


Perhaps you think 


i better knowledge of shorthand theory 
will help you. It may, but not so much 
is you might imagine if you have made a 
rood record in your shorthand course thus 
i Shorthand isn’t difhcult it 1S easy 


is easier than longhand, as well as faster 
that it is 


than longhand and forget that it is 


Some students remember only 


taster 
also easier, Shorthand speed, then, doesn’t 
further f the “whys 


d wherefores” oft 


lepend upon study of 
this or that theory 


principle. 


Shorthand speed comes from the con 
stamt using of the principles that you have 
arned. If you were to write shorthand 
aS much as you write longhand, you would 
have a speed from 100 to 120 words a 


minute. The time has come, therefore, in 

you to write more short 
Writing short- 
assroom and in carrying out 
taking full 


ypportunities for in- 


your training, for 
land and longhand, 
hand in the cl 
your study assignments, 


] 
icss 


isn't 


advantage of your 


creasing your speed. If you will add to 
this the use of shorthand for all your per- 
sonal notes and will almost 
immediately become conscious of the added 
familiarity with this simpler form of writ 
ing, and this familiarity will be reflected in 
the ease with which you will be able to 
master your advanced shorthand 
ments 


memos, you 


assign 


Personal Memos 


Ae j 


/ to 
7 
? 

a ‘ > 

P Y . + ©) 
_—~/ - ° 

) 5 

4 20 


6 mae 3 4 ra ; a - "= 
no , / a 
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F JA. J-~ ¢ 24 ar ap 
f- — Add . 4 25 re 


Recipe GIVEN OVER THE RapIo 


BAKED CUSTARD 


6 eggs; \ teaspoon, salt; Y, cup, sugar; I quart, 


milk scalded; 1 teaspoon, vanilla. Mix well and 
pour into baking dish. Set dish in pan of warm 
water and bake in 325° oven for 75 minutes. 
Many students wv have made it a rule 
to use shorthand personally while they are 
learning have gained 20 words a minute 


speed in a very 


more short time. 

SUGGESTION NO. 3—By the way, how 

think you would have 

to write to write 20 more in a 

minute? You have to write only one word 
ry 


much faster do you 


words 


iat isn’t difficult 
writing 60 


more 3 seconds! T 


it all. Suppose 


eve 


you are now 


words a minute. To write 80 words a 
minute, you need only add a word—per- 
haps just a brief form or a simple word 
like make—every 3 seconds 

I'ry this experiment Write in short- 


if you make. Then 
make : 


hand, rapidly, the words 


write the words if you can 
? G 
me | a ae 
if you can, if you can make 


You will to write if you can 
make just as fast as you have been writing 
if you make, and yet in so doing you have 
added the 
up and your 
words a minute! 

What is needed to accomplish this? Not 
knowledge of shorthand but more 
practice and more determination to write 
faster. Taking dictation is very much like 
running a race. You cannot hope to better 
your speed either in running a race or in 
writing shorthand without a determination 
to win, You must want to win so badly 
that you will grit your teeth if necessary 
to keep up and will say to yourself, “I 
not fail.” 


find it Casy 


word can Keep this procedure 


speed will have jumped 20 


more 


must 


SUGGESTION NO. 4—My next sug- 
gestion is that when taking dictation you 
must have no fear that you will be unable 
to write a readable outline for every word 
you hear. If you were asked to write the 
same material in longhand, would you have 
any fear that you couldn't write it? No, 
you wouldn't even give it a thought. 
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The Casoll Most students teal at They 


can't write new is based on the fear 


that they can't write every word exactly 


as it is written in the shorthand dictionary 
’ 
l 


and that they can’ rase exactly as their 
instructor has taught them to do Ot 
course, while they are learning, they prob 
ably can't do either of these two things 
perfectly. But, did y ever stop to think 
that it 1s not necessary that you do 


It takes time and a great deal of writing 


experience to write pertectly Pertection 
will come if you give your skill tl m 
and practice required to bring perfect 

In the meantime—and that means zi 
while you are learn I mber only o1 

rule, “Write by sound”; then use the sim 
ple shorthand alphabet just as you use your 
longhand alphabet lf y observe this 


rule, you will never fear to write in short 
hand any word you hear as svon as it is 
dictated to you 

After you have taken dictation, go overt 


your notes carefully and the outlines 
} +h 


of words and phrases that you did not writ 
Look up the dictionary o1 


perfectly itlines 


and practice them so that the next tim 
you hear them you will not only write them 


is fluently as you did the first time, but 
you will also write them correctly, as show: 
in the dictionary "t thi 


comforting one? 


Isn’t this suggestion a 


SUGGESTION NO. 5—Wheneve: you 
have the opportunity of practicing a “take” 
before it is given, spend the major part of 

time on the words and phrases with 
which you are not thoroughly familia: 


This “preview” practice will give you a 


your 


feeling of confidence when you actually 
the take. You will know in advance 
that there is no word or phrase in the take 


write 


that you cannot write easily. Even profes- 
writers and convention re 
porters—take advantage of this 
practice whenever possible. Often they can 
get advanced the trial or 
convention they are to report and thus prac 
tice words and phrases which they know 
speakers 
This suggestion boiled down to a few words 


sional court 


preview 


information of 


will be ‘used by the witnesses or 


is—study ahead of your assignment as well 
as after it 
SUGGESTION NO. 6—If 
back-handed or a left-handed writer, you 
can be as skillful in writing shorthand as 
any other writer. Some of our most gifted 
write a back-hand style 
Morris Rifkin, one of 


you are a 


shorthand writers 


or are left-handed 
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Chart of the Short Vocabulary 
Unit 36 of the Manual 
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ur fastest writers, is a “left-hander,” and 

Miss Anna Pollmann, reporting in the New 
| 

York State Supreme Court, writes “back 


The secret to success in shorthand 


writ- 


ng is not in writing with the right or with 


t ef and o1 writing with the stand 
ird forward slant, but in observing correct 
proportion. The curve must be so mu 
lot 2 t i A rve t! it vou wil i 
ways read these two strokes correctly. T] 
Pile ble I mus be very ng, the m st ke 
diun gt ind t n stroke very short 
his servance of ¢ ect proport Wi 
make your notes immediately readabk 
whether they are fresh notes or cold notes, 
right-hand notes or left-hand notes. So, 
make it an unbreak: ° le rule, no matte 


is, to write all the 


how fast the dictati 
strokes in correct prop shes to each other 
READ again what was said about pro 
135 of the November GREGG 
your practice of the 


portion on page 
WRITER and continue 
helpful proportion drills given on that page. 

\s a last word to you this month, re 
member that neither your teacher nor your 
textbook can build your speed easily in the 
They both can help 
+, must do the work 


shortest possible time. 


you, but you, yourse 


A Spreep-Buitpinc EXERCISE 


One-Minute Take at 60 Words 


ad PA v8 
eee Recta as a> ow « 
“S¢Y 
oy See ——- - 


ee ee 


Dear Madam: 

We® are about to® close our fiscal*® year with 
the’? greatest volume in our history of 104" 
years. So far,** our transactions have increased 


THe Grece Wairer. January. 


over four hundred thousand, and we are 


now preparing to make the coming year® « 
greater and*® a better year.* 

With a greater’ volume of business,"' a quicker 
turnover,”’ and lower prices * for 


Same One-Minute Take at 80 Words 
2 1 ° 
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XY ; 
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< 
Dear Madam: 
We are® about to close omr® fiscal year with 


the® greatest volume in our’® history of J04 
years. So far,’ our transactions have increased* 
ever four hundred thouwsand,™* and we are sow” 
preparing to make the*’ coming year a greater™ 
and a better yeer.™ 


With a greater volume™ of business, a quicker 
turnover, and lower prices® for quality merchan- 
dise, we* shall be in @' position to offer extra- 
ordinary™ values if we Aave’’ your coéperation. 


Our economists®® |* state that it will be neces- 
sary for our— 


See how one word more every three sec- 
onds speeds up a 60-vpm take to 80 words 
a minute 


Dear Madam: 


We® are about to® close our fiscal® year with 
the greatest volume in’® oar history of** 
104*" years. So far,** our transactions have" in- 
creased over four” hundred thousand, and™ we 
are now” preparing to make’ the coming year“ 
a greater and“ a better year.“ 


With a greater®' volume of business,‘ a quicker 
turnover,” and lower prices™ for quality merchan- 
dise, we shall be in a position to offer extraor- 
dinary values if we Aave your codperation. 


* state that 


Our economists it will be neces- 


sary for our— 


*End of take 
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Review of W ord-Endings 


In the order of their presentation in the Manual 
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Review of Word-Endings 
Me We-B ING last month’s drill on 


Word-Beginnings, we give you here 
practice two pages of words illustrat- 
the Word-Endings, again in the order: 
of their presentation in the Manual so as 
to make the drill available to the second 
semester beginness as they progress in 


study as well as to you advanced 


Your copy of “5,000 Most-Used Words” 


uur Dictionary will furnish additional 











actice on other forms containing thes« 
same Once you have them at 
" f you are well on your way 
to mastery t all the mg, tion, sume 
rthy, and the other families of endings. 

\ ssing wait 

2 everyt ng; 
SJON ssion, dix 
tior n, evasion, 
s r j nely, lately, 
fairly, wholly, hardly, dearly, daily, lightly, 

kind rightly, nightly; JLY -ALL) heartily, 
easily, hastily, readily, families, formally, 
tot socially; INGS meetings, savings, 
nings, dealings, feelings, things; INGLY 
vingly, exceedingly, seemingly; -SUME as 


sume, resume, consume, presume; -BLE val 
able, trouble, sensible, miserable, suitable, avail 
ble, terrible, reliable, reasonable, noble, payable; 
] le, ample, sample, example; -MENT 
partment, complement, moment, equipment, 
treatment, element, excitement, payment, settle 
-TAIN: attain, maintain, obtain, sustain, 
captain, detain, retain TERN, -DERN 
in, eastern, western, modern, pattern, at 
rey; WORTHY: noteworthy, trustworthy; 
WORTH: Ainsworth; -THER: mother, neither, 
gather, bother, brother, weather, father, leather, 

















hitherto; FUL awful, wonderful helpful, 
thoughtful, useful; -JFY: notify, modify, cer 
tify, dignify, simplify; -SEL/ myself, your 
self, himself, herself, itself; -SELVES: them 
selves, vwurselves, yourselves; -AGE courage, 
Storage, baggage, manager, average, package; 
TURE: furniture, picture, feature, nature, crea 

departure LESS: thoughtless, needless, 





homeless; -T7JTION, -TATION: repetition, com 
petition, petition, station, quotation, notation, 
temptation, nvitation, imitation ; -DITION 
DATION: edition, addition, condition, founda- 
tion, consolidation; -NITION, -NATION: defini- 
tion, recognition, combination, destination; -MJS- 
SION, MATION commission, permission, 
omission, admission, information, intimation, esti 
mation, confirmation; -EVER: however, whoever, 
whatsoever, wheresoever, whensoever, whosoever, 
whomsoever, AFTER hereafter, thereafter, 
hereinafter, -SCRIBE, -SCRIPTION: subscribe, 
subscription, describe, description, inscribe, pre 
scription; -CIENT, -TIENT, -CIENCY: ancient, 
patient, impatient, efficient, efficiency, deficient, 
leficiency; -POSE, -POSITION: compose, com 
position, propose, proposition, suppose, supposi 
tion, dispose, disposition, oppose, opposition ; 
PUTE, -PUTATION: repute, reputation, dis 
pute, disputation, compute, computation, impute, 
mputation, amputation; -URE: secure, endure, 
r 


failure, figure, procure; -UAL, -TUAI actual, 
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mutual, equal, eventual, annual, continual, man 
ual, perpetual; -SPECT SPECTION inspect, 
inspection, prospect prospective, expect, circum 
spect, introspection; -QUJRI require, acquire, 
inquire, requirement, acquires; -P/JR/ expire, 
nspire, conspire, transpire, perspire, aspire, 
respire; -NSIJVI expensive, extensive, compre 
hensive, offensive, ntensive, detensive; GENCY 
emergency, agency exigency, urgency, contin 
gency; -SURE, -JURY, -JURE: assure, assures, 
leisure, pressure, measure, measures, treasure, 


treasurer, injure-injut FLECT, -FLECTION 
FLICT, -FLICTION reflect, reflection, inflict, 





infliction, conflict, confliction; -SUL7 result, 
results, insult, consult, consultatior NMENT 
assignment refinement, consignment, adjourn 


ment, entertainment; -JCAL, -ICLE, -ACLE 








article practical physical, musical, medical, 
technical, economical; -7/( TICAL,-TICALLY 
politic, political, politically, politics, critic, criti 





tic, pathetic; LITY person 





cal, critically, at 
ality, locality, facility, formality, utility, faculty; 


ULATI -ULATION formulate, formulation, 


peculate, speculation, regulate, regulation, popu- 
lation; -BILITY: possibility, ability, sensibility, 
nobility, reliability, adaptability, visibility, in 


ability; -CIJ7Y capacity, simplicity, ferocity, 
tenacity, scarcity, sagacity, electricity, publicity 
LOGY, LOGICAL 

apology, analogy, physiology, theology, zoology, 
authority; se- 


psychology-psychological, 


genealogy, mineralogy; -RIT} 
curity, majority, prosperity sincerity, popu.-arity, 
ninority, sorority; -FICATION classification, 
specification, modification, notification, qualifica 
tion, justification; -OGRAPH-Y phonograph, 
photograph, photographs, photography, photo 
graphed, geography, lithography, stenography, 
typography, typographic, typographer; -EGRA- 
PH-Y: telegraph, telegraphy, telegrapher, tele 
graphic, calligraphy; -GRAM, -GRIM: telegram, 
cablegram, radiogram, program, pilgrim; -WARD, 
-HOOD: forward, afterward, upward, backward, 
reward, boyhood, neighborhood, childhood, likeli 
hood; -SHIP: friendship, kinship, worship, court 
ship, hardship, township, partnership, ownership, 








warship; -MENTAI ornamental, fundamental, 
experimental tempermental, supplemental, de 
partmental; -MIJTY, -NITY: calamity, extremity, 


serenity, divinity, sanity, community; -S7/C: do 
mestic, artistic, drastic, clastic, fantastic, en 
thusiastic, statistics 


REVIEW ON THE SHORT 


VOCABULARY 
(Shorthand on page 243) 


abstract, accommodation, mpany, adminis 
tration, affidavit, afraid, American, application 
approval, architect, argument, assist, Atlantic, 
attach, attorney, attract, authoritative, automobile, 
avoid; 

bankrupt, bookkeeper, bureau; Christmas, citi 
zen, civil, clerk, commerce, commercial, compare, 
comparative, consequent, Consequence, conclude, 
conclusion, congress, connect, conspicuous, con- 
stitution, conversation, corporation, coupon, crop, 
cultivate, curious; 

deceive, default, defendant, democrat, desig 
nate, disagreement, disappoint, discuss, distinct, 
distinguish, disturb, doctrine; emphasize, energy, 
English, entitle, estate, exchange, execute, exer 
cise; familiar, fault, fortune, freight, fulfill; 

glorious, God; headquarters, husband; inas- 
much, inaugurate, independent, independence, in- 
dispensable, institute, investigate; junior, jury: 
legislate, legislation, legislative, legislator, legis- 
lature. likewise, literary, literature, litigation, lo 
cate, luxury; 











manufacture, n lant, messenger, musde 
eanor, mortgag neglect, negligence, negligent, 
gotiate, novelty; serve, obstruct, obvious, ox 


upy, occupation; Pacific, parcel, partial, passen- 
xer, patron, patter per it Pp ntift, 

miun probability, property, prose 
heation, punctual, pupil, push; 


i practical, 
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Covered with Gold 
A story that we suspect may have foundation in fact 


By GRACE HILI 


UCTH sat down on the porch and 

ripped open the familiar envelope 

with the “Free” notation on it. She 
skimmed it hurriedly while her tather and 
the gray-haired postman stood by 


“Everything okeh?” asked the postman, 
Is Bob all right? 


Yes,” said Ruth slowly, “I guess he is 
He Says he is But there are p! yblems 
You know Bob’s reporting courts-martial 
ver there and it’s quite different fron 
being the shorthand reporter in a civil 
ourt, as he was here. I['ll read you that 


I RATHER like the work over here, if it were 
not for one thing Major Melvyn keeps asking 


me to change the record $y a court reporter's 


ode of ethics, that’s out—or it would be out 


n civilian life. If a lawyer asked me to change 
the record for him in my old court I'd tell him 
to go take a jump in the pond, and I'd be 


within my rights 


But over here I'm a Corporal a1 Melvyn 
the Trial Judge Advocate and a Major And 





orporals can sure enough get in bad with majors 
f they start disobeying orders! I can’t talk 
hack and tell him that it isn’t “kosher” t 
hange the record. Of course, | know he doesn't 
mean any harm, he simply wants to make the 
record look better for him when the brass hats 
read it over—don’t know as I blame him for 
lat 

Still it gripes me. I don't lik t It takes 
more time I’m hundreds of pages of trans 


cript behind. Wish I had nerve enough to tell 
him. But it does seem as though a smart mat 
ke Major Melvyn should know better ”» 


‘SWELL now, that’s too bad, Ruthie,” 
said the postman sympathetically, “but don’t 
you let the boy worry about it. That's 
the way with things—now, you take the 
postal regulations f'rinstance; sometimes 
it seems like they’re awful dumb. But 
we have to go by ‘em. We have to do 
things we don’t like to do lots of times. 

“Tt’ll all come out in the wash, though, 
I say. Folks get caught up with most al- 
ways when they try to do something they 
shouldn’t-—they might get by with it for 

while, but sooner or later they get caught 


“Now I've got to be gettin’ on. I’ve got 
a letter here for Evelyn from her husband, 


ind sik t wanting it 
INSIDE tix house, Ruth inspected her 
envelope thoughtfully. Suddenly her tac 
lighted uy She looked closet At the 
foot of the stairs she turned, “Daddy, | 
believe Bob's tall i inothe swill 
barrel s giggled Cher » the Stairs 
she ran and into her own room 

From the dining room came her mother’s 
voice, “What in the world can she mean 
by that vulg emark ?” 


Ruth's tather chuckled, “You remember 
what Bob's father used to say about him, 


don't you \bout his being as irrespon 
sible as a butterfly, but so lucky that if 
he fell into a swill barrel he'd come up 
VOTE \ {’ i] f 
Wi sal 1€ mother I don’t see 
what that's got to do with him now, and 
I do wish Ruth would be more careful 


with her speech. Why, the language she’s 
used since she married Bob her voice 
trailed off as she headed for the kitchen 

Ruth's tather looked amused and started 
we +1 


burying himself in the war news 
UPSTAIRS Ruth looked again at the last 


words of Bob's letter 


She addressed a postal card hurriedly 
with Bob's overseas address. On the cor- 
respondence side she wrote simply, “He 
does know better now.” Then she skipped 
downstairs and showed it to her father 

“I don’t quite get it, daughter 

Out came the envelope which had con- 
tained Bob's letter and Ruth pointed at 
the censor’s stamp. “It’s gold, daddy, dea 

gold!" 

And so it was, for the stamp said, “Cen 


sored by Major Melvyt 


1 


1945 
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The Technique of Transcribing 


By VELMA 


OW do you rate in the technique of 
ranscribing? You may check your- 
self on these points and find out 

Think out a letter before you start typing 

it. Visualize it. Get it right the first time! 

you have taken in dictation a special 
livery letter or a telegram, do that work 

st, for the dictator is apt to make a 

special trip to the stenographic department 


isk you tor it. 

Get the name right. If in doubt, check 
vith the telephone directory or with the 
file department. A misspelled name may 


Get the address right. Glance through 
the entire letter from the client. The 
riter may want the answer sent to his 
re is traveling, to 
the hotel at which he will be staying fo: 


IF you are new, do not spend too much 
time in rearranging sentences r para 
iphs taken in dictation. You cannot 
ifford to appear slow in your work, and 
fore you take liberties with the dictation 
(even if you consider that it needs im 
rovement) you must make sure that cor 
ctions will be welcome 
Do not forget to date every memoran- 
as well as your letters. According 
ne employer, the omission of the date 
is the chief error made by his stenog 
aphers in typing memoranda 
mission is the gravest error, perhaps, 
that a stenographer can make. It is worse 
in incorrect material that may be seen 
to be corrected. To prevent omission of 
important details, stenographers often us 


he Line-A-Time 


tlers, or machines like t 
NEVER change the wording of material 
vou do not understand, particularly in 
legal or other highly technical dictation. 
Most dictators do not dictate the para 
graphs, or they dictate only part of the 
breaks needed rhey ect ost in. thet 
thoughts, and so it is up to the stenog 
pher to make the paragraph divisions 
Most dictators do not dictate the com 
plimentary close. Ask your dictator, the 
first time you take mail, how he wants his 
letters signed, in case he does not tell you 
f his own accord. Unless he uses the same 


L. HARVEY 


ending for all his letters, you must judge 
by the tone of the letter what phrase to 
nee 

li the letter is addressed to a person 
superior in rank to the dictator or to a 
person who is considerably older, you may 
use, “Respectfully yours.” If the contents 
% the letter seem very friendly you may 
use “Sincerely,” or “Sincerely yours,” or 
“Cordially,” or “Cordially yours.” “Very 
ruly yours” is a good phrase to use for 
strictly business lette: 
Do not get the letter files mixed. An 
entire gtenographic department may be 
stopped in its work because a certain letter 

notation has been lost. 


ATTACH enclosures to the letter. An 


nclosure is ordinarily more important th 





the accompanying letter, especially if it is 
a money order, check, or contract. If a 
lient does not get his enclosure, he may 
write back, “Where is that check you were 
cturning to me? What kind of firm are 
vou, anyway?” If a dictator receives such 
1 letter in the morning, he is apt to be o1 
the warpath all day, bawling out every 
stenographer who comes in for dictation. 

Check the total of every column of fig 
ures you get in dictation. When most 
bosses (even auditors) are dictating, their 
idding is sometimes too hurried to be 
iccurate 

After transcribing ea page, cross oO 
the dictation by drawing a line or stamping 
the date of the month through it. 

After typing a letter, type the envelope 
for it, put the envelope over the to 


f the letter and correspondence, and it is 
ready to hand in for signatur: 


LIKE pitchers, stenographers can crack 
at their work, particularly if they happen 
to be typing seven carbon copies and all 
he papers slip at the last paragraph. At 
such a time, self-control is important or the 
second trial may be no better than th 
iirst. 

Do not show off before clients. While 
erasing, don't show any signs of temper 
Erase quiectly—also thoroughly (so as t 


leave no traces of the original word or 
re | 


figure), but carefully, so as not to 1 
through the paper. 








AFTER you have inserted several sheets 
n the typewriter, with carbons between 
hem, you may clip the tops to keep them 
from slipping 

Cutting off the right- or left-hand corners 
¥f carbons will enable you to remove them 
‘asily from the sheets 

When inserting carbons between sheets, 
io not place the carbons at the top of the 
sheets, but at least a halt-inch lower, so 
that the carbons will extend slightly from 
the bottom and may be pulled out easily 
If this method is used, the stenographer 1s 
} 


. 
less apt to get her fingers soiled by the 


carbons 

[If a typewritten notation is required on 
the copies but not on the original, a slip 
of paper may be placed over the original 


while you type this not 


CHE‘ i a letter for the date, correct ad 
dress, figures, and enclosures. Stenog- 
raphers with many years of experience do 
not tail to do this. 

Inspect your work before turning it in 
and erase any fingermarks you may find 

At the end of each day, check your note- 
book to see that everything has been done. 

Don't lend your stenographic notebook 
Its information was given to you person- 
ally. If you were requested to refer to a 
former letter, it might not be in your 
possession. Some notebooks contain such 
secret material that they are locked in the 
fice safe at the end of the day. Always 
keep an extra notebook on hand te lend 
if someone asks you for one. 

Do not throw away notebooks that are 
filled. On the front cover, paste a sticker 
with the following information 


Dictation from 
Date to Date 
Your Name 


Chis notebook should then be filed away 
and kept at least a year. If a dispute or 
argument or a legal case should arise, the 
notebook may become an important refer- 
ence, 

Order a new shorthand notebook before 
the old one is filled. Requisitioning takes 
time, and if you have only a few pages 
left, in addition to keeping the dictator 
waiting, you may be forced to ask another 
stenographer for one. Stenographers usu- 
ally don’t like to lend, nor dictators to 
wait! 

How is your technique in transcribing? 


THe Grece Warrer, January, 1945 


Information Desk 


Continued from page 236 


cylinders. The danger with your using 
alcohol is that it may be allowed to 
touch painted parts of the typewriter and 
dissolve the paint, but if this point is 
watched carefully and provision made to 
soak up drops that may spatter from the 
brush in cleaning the type faces, alcohol 
Do not 
use bensenc, naphtha, or alcohol in the pres- 
nce of a flame. 

We carried a special article in the March, 
1944, GrecGc WRITER on the subject of car- 
ing for typewriters. If you will visit the 


may also be used to clean the type 


business -education department of some of 

ur local colleg hiotl ~} 1 r nrivate 
your iocai Colieges, hign scnoois, or private 
schools, you may be able to gain access to 
this article. The typewriter dealer who 

of 

handles the make of machine you use in 
your work will gladly give you full infor- 


mation, 


3. Please inform us which is correct: 115 
South Fifth Street, East, Missoula, Montana; or 
115 South Fifth Street East, Missoula, Montana. 
—L. G. 


[The form “South Fifth Street East” 
ould be preferred to the form with a 
mma before “East.” 

Che word “East” is considered a part of 
he street name 


4. If a visitor from another plant is in the 
lobby to speak to the secretary's boss, but he does 
not wish to speak to him, what is the proper 
thing to say?—M. M. C. 


We understand that your problem is how 
to meet a caller when your chief is too 
busy to see him or when, for some reason, 
he does not care to see him. 

In the first case, there is no reason why 
you should not frankly say that Mr 
is exceedingly busy, with several confer- 
ences scheduled, and so on, and offer to help 
the caller yourself. 

In the second case, if the caller is of 
the “nuisance” type—for example, a per- 
sistent salesman—you can make up for the 
disappointment he will feel at not being 
able to see his “prospect” by your cour- 
tesy and general bearing. (Courtesy and 
tact are the prime requisites of a good 
receptionist.) You might say “Good morn- 
ing. I’m very sorry, but Mr.—is not 
ready to discuss the——matter yet. He will 
call you when he is.” 
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ART AND CREDENTIALS 





TRANSCRIPTION PRACTICE 


Once you have your notes down, how fast can you turn them 
into creditable typewritten copy? Here’s how to speed up! 


By FLORENCE 
OU probably have noticed a_ short- 
hand plate published in this magazine 
entitled “Transcription 
wonder if you know 
using it? 


each month 
Practice.” I 
ise that plat 

It is one of the most 
At the beginning of the 
there 


how to 


1 


e, and lf vou are 


important features 

this magazine 
shorthand and typing course, and 
ifter. through the skill-development period, 
isis is placed, first, on the accuracy 
nd, later, upon the speed and accuracy with 
shorthand is written and read, and 
accuracy and speed with which a given 


After 


attained in 


reasonable 
both 
rthand and typing, attention should be 
concentrated speed with which 
tes are transcribed on the typewriter! 
It is this finished product of stenographic 


ce of ¢ py 1s typed 


speed and accuracy ar©re¢ 


upon the 


determines one’s worth as a 
st in a business office. 





is developed progressively, with 


but it can be forced more quickly 


actice, 
through generous amounts of repetition 
yractice sandwiched in with the daily con- 


signment of letters and articles to be tran- 
scribed. Just recently, we received a batch 
and 100-word shorthand speed tests 
hat had to be rejected because they were 
transcribed at from six to eight words per 

nute! A student typing 40 to 45 words 
i minute and able to take a 100-word short 
ind speed test ought to be able to tran- 

ribe that test at 25 to 35 words a minute! 
matter of fact, in these days of 
precious little help and with 
vhich to work, a firm has neither the time 


the space who can 


1s a 
equipment 


for a stenographer 
transcribe his notes at only eight words a 
minute! Indeed, it is really very difficult 
to understand how any student, reasonably 
well trained in shorthand and typing skills, 
can hold his transcription speed down to 
eight words a minute! 

\fter a particular set of motions have 
been brought under control, repetition prac- 
tice serves to increase fluency and speed 
lest yourself on a given piece of typewrit- 
shorthand copy. Note the ease with 
which you can build up speed through repe- 


ing or 


ELAINE ULRICH 


tition practice on it After you have es 
tablished the faster gait on the 
of the writing motions may be changed t 
suit a new word pattern, but you will ob- 
serve that as I 


cK py , Some 


soon as the “shock” of the 
first impact of the new word arrangement 
is absorbed, the faster rhythm acquired on 
the first copy will prevail. The initial writ 


ing of the new word pattern will be very 


little slower than your best speed on the 
old copy. From this higher speed “plat- 
form” you will build, through repetition 


practice on the new copy, an even faster 


gait, and so on 


' 


made the 


IT is this principle that has 
Competent Typist Speed Test so popular in 
the classroom, Thousands of teachers use 
the C. T. Program to develop a 
speed and accuracy in the typing students 
early in the course, and they are able to 
train very fine, fast typists. It isn’t un 
usual to receive tests typed at 70, 80, and 
even 100 words a from students 
who have been under instruction no longe 
ordinarily required to attain 40 or 


SCUSE of 


minute 


than is 
45 words 

The Transcription 
lished on page 254 this month should simi- 
larly be used to develop transcription speed. 
First, read the plate over once, noting where 
and what punctuation should be used, look- 
ing up the spelling of unfamiliar 
(if any). Every stenographer should have 
a copy of “20,000 Words” handy to which 
to refer for spelling and division of words. 


Practice plate pub- 


words 


Then go to the typewriter and type the 
copy once, noting the time it takes to 
complete the transcription. Check the 


transcription for errors; then type the copy 
again from the shorthand plat 
typing it until you have your 
speed materially. Then have someone dic 
tate the letters to vou, and transcribe your 
own notes on the machine, noting how long 
it takes to do this 


Ke ep on 


increased 


THE point of all this repetition practice 
is to force your transcription speed ep to 
the highest point at which you can manipu 
late the keys of the typewriter! You wil! 
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x pleasantly surprised to see how much 
m interesting your transcription work 
will be when the element of speed is in 


troduced. You will be conscious of play- 
ng the game of defeating your own previ- 
Continue repetition prac 
tice on the Transcription Practice plate, 
improving both speed and accuracy and 
\LWAYS typing from the shorthand copy 


r from your own shorthand notes! 


' 
mus best effort! 


When next month's magazine arrives, 
but note the 
ease and speed with which you transcribe 
the plate the first time. Strive for 30, 35, 
40, or even 50 words a minute in transcrip- 


follow the same procedure 


tion. Improve your typing skill also, so 
that a low typing speed will not handicap 
your transcription speed. 


TRANSCRIPTION progress charts are 
available to teachers for the asking. If your 
transcription speed is adequate on the short- 

ind speed tests submitted for awards, 
seals showing the speed attained will be 
mailed with the Shorthand Speed Certifi 
cates To determine your transcription 
speed in wpm, divide the total number of 
words written by the time required to write 


hem and the quotient resulting is your net 
speed in words per minute. Example: If 
it takes you ten minutes to transcribe 420 
words, your net speed per minute is 42 
words. Suppose you concentrate on tran- 
scription speed this month, using the 
lranscription Practice plate as the vehicle 


he! 
i} 


elp you build swiitly and surely! 


Office Behavior 


B: SINESS today its set at a fast pace 
and, with the long hours and heavy 


essure of work, nerves get trayed and 
empers flare 
Learn to take things in your stride. Do 


the most important chores first—later tackl 


i 

the routine work. Don't get excited when 
an unusual quantity of work is dumped 
n you. Roll up your sleeves and get go 
ing. Don’t grumble about it! Some peopl 
spend valuable time in endless complaining 
and arguing about doing a job they could 
do in half the time it takes to complain 

Of course there are some who will im 
pose upon you—give you double the work 
another employee gets—but do the job as- 
signed and, if you feel any unfairness, have 
a quiet talk with the boss. It may be he 
likes the way you work and is grooming 
you for something better —Mary Smith 
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O. G. A. Membership Test 


The test given below is to be used for 
Membership only. If you wish to enter the 
Annual O.G.A. Contest announced in our 
December number, your specimen must be 
written from the Contest Copy given in that 
issue. 

Specimens written from the Contest Copy 
will be considered for membership as well 
as for the Contest if addressed to the Mem- 
bership Examiner and accompanied by the 
usual examination fee. 


A Year's Search for Joy 
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January Transcription Practice 


(362 Standard Words) 
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january Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite 
checking and insure accuracy in making out certificates. January copy is good as member- 
ship tests for O. A. T., C. T., and O. G. A. until February 15, 1945) 


Junior O. A. T. Test 
INSTRUCTIONS: Type the following article single spaced. Be sure margins are even. Write 
heading in all caps. 


tw 
uw 


THE SO-CALLED “WRECKAGE” 
What shall we tell the young man to- 
day of the future that will be his? 


Tell him that he was fortunately 
cast by birth into a land where every- 
thing he has in him can come full 
circle. Tell him that he lives among a 
people where men grow big doing big 
things, or doing lesser service in a big 
way—a country that has only 6 per 
cent of the world’s population but 71 
per cent of the world’s automobiles, 
52 per cent of the world’s telephones, 
44 per cent of the world’s radios, 30 
per cent of the world’s railroads, and 
double the life insurance of the rest 
of the world. 


It has more children in the schools, 
more homes owned by families, more 
college opportunities, than anywhere 
else. This is part of the _ so-called 
“wreckage” the elder generation is 


leaving him. Don’t say these are 
merely material things—they are the 
visible symbols of spiritual wealth. 


Tell him that this is a country 
where men with no capital, but with 
hands, overalls, an IDEA, and an urge 
to serve their generation, have always 
had a wide field, and never before so 
wide as now. 

It was stated in 1836: “Perhaps 
there never was a time when the 
depressing effects of stagnation in 
business were so universally felt.” 
Actually an era of the greatest prog- 
ress the world has ever known lay 
ahead of them. They were predicting 
disaster while standing on the very 
edge of the promised land. There are 
prophets of doom today, but do not 
take them too seriously. The chances 
are the next hundred years will prove 
them wrong, too! 


Senior O. A. T. Test 


INSTRUCTIONS: Write the following letter to each of six customers, but make a carbon of the first 
one only. Type on the carbon a notation showing to whom the other letters were sent. Include date 
of mailing. Place dictator's and stenographer’s initials in proper place. Address envelopes. Type in 
upper left-hand corner of the carbon your name, your school name and address, and the total time con- 


sumed in completing the whole job. 


Minimum office standard: satisfactory work en first writing 


in 40 minutes. 


TEST IN LETTER PRODUC- 
TION (Supply names, addresses, etc.,) 
Here is the long-awaited good news—by 
far the best news we have had for you 
in a long time. For months we have kept 
you in touch with the European Tulip 
situation, promising to let you know 
just as soon as we were able to get again 
high-quality tulips from abroad. We have 
recently received a limited quantity of 
the largest and best English Tulips. Not 
all the order arrived, because part of the 
shipment was lost through bombing. 

The system of grading these bulbs is 
established by the British Government; 
and the bulbs that we have received are 
of superior quality. Because of the limi- 


doubtful whether we can fill all the or- 
ders we shall receive. Therefore, we are 
writing this letter to a limited number 
of old customers to give them first 
choice. We hope that some of these 
beautiful war tulips may find a safe home 
in your garden. Nothing will have such 
an exciting and colorful history in your 
garden as these lovely tulips—and they 
bring with them thoughts of peace.* 


The only reason we are able to get 
any of these handsome bulbs is that they 
are no longer sold in England for home 
consumption, but are grown in limited 
quantities for export only. We hope that 
you will take advantage of this offer. 
Sincerely yours, THE BEAUTIFUL 


ted number we were able to get, it is GARDENS COMPANY Manager 
Nore ve TEACHER: Assume that you are the office manager for whom the letters are typed. Check the work 
ul ALL requirements have been met. Then mail us the annotated carbon copy only. You, as manager, will 
approve the letters as mailable—which means not more than one neat erasure on each letter 
*U'nderscore to represent italics. 


(See page 258 for Junior O.G.A. Test) 
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Competent Typist Test 


Use double spacing in typing this test 
lo find the gross mumber of words you write, divide gross number of strokes by 5; then deduct ten 
words for each error to get net words written. Divide this by 10 to determine the net words per minute. 
The number of strokes is indicated at the end of each line in order to facilitate counting the gross 
number of strokes written. 
Strokes 


Our particular manufacturing business is dependent 51 
for the most part upon two fine outdoor sports, hunting 107 
and fishing. The hunting seasons are short, so every 161 
day must be made to count. The law appoints the time 215 
when the open season begins and ends. In the Chicago 269 
area, for example, there are exactly ten days (Novem- 321 


ber 10 to 19) on which hunters are permitted to take 374 
pheasants. Generally the opening date is the most favor- 430 
able, so every hunter wants to be out bright and early 485 


on that particular day. When this day happens to fall 540 
on Sunday, the need to go to the office or shop is not 595 


a factor. This makes it ideal for business, for the Satur- 653 
day afternoon and evening preceding bring brisk pur- 704 
chasing of equipment at the sport stores that naturally 760) 
reflects itself in our sales volume, for we have to re- 814 
place the depleted stocks. 842 

Contrast a season which opens on Wednesday. A 889 
certain percentage of the sportsmen cannot neglect 940 
their work. Another group that could be spared do not 995 
wish to sacrifice their pay. Saturday being the last good _1054 
day for him, the retailer hopes that those who antici- 1107 
pated hunting on Sunday will not forego it, as many __ 1159 


will if reports indicate there is scarcity of game, or if 1217 
unfavorable weather is forecast. All this cuts deeply into —1277 
sales volume. The loss to the retailer can never be quite —1336 


recovered; for, until another season some twelve = 1385 
months later, this stock and money invested in in- 1434 
ventory must remain idle. 1461 

With the World Calendar in operation, with every 1510 
year the same, fish and game seasons could be arranged _ 1505 
to open ideally on a Saturday, Sunday, or Monday every 1620 
year, with immeasurable benefit to the sportsmen as ___1672 


well as to the nationwide business of equipping him for _1728 
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x 1945 
? Strokes 
recreation and sport. To have days and dates agree, 1781 
year after year, for the opening and closing of the hunt- 1837 
ing and fishing seasons is obviously of great advantage. 1895 
Small wonder, then, that we are strong for the World 1948 
Calendar. 1959 


You can easily imagine the beneficial effect this per- 2012 
petual calendar has on all sports events—big days in 2066 


the life of many schools and communities. These tra- 2118 
ditional affairs could be arranged to recur on the same 2174 
day and date, the one most favorable for the occasion, 2229 
every year. In such sports as baseball, football, basket- 2286 
ball, or hockey, involved schedules are called for each 2342 
year and arranged at great expense and trouble under 2395 
our present time system. With the World Calendar in 2448 
operation, such schedules, once set, could be used year _— 2504 


after year with no more change than the names of the —_2557 
contestants. In this connection it is highly significant 2615 


to note that the Amateur Athletic Union of the United =. 2609 
States, which has supervision of all types of amateur = 272 
athletic contests and American participation in the 2775 
Olympic Games, unanimously approved this new per- — 2823 
petual calendar of twelve months and equal quarters. 2877 

Let us return for a moment to the short hunting sea- _— 2928 
son to point out that similar conditions exist for almost 2986 
all other kinds of merchandise pertinent to many other __ 304! 
important occasions, such as Christmas, Independence _ 30% 
and Memorial Days. Although these are of short dura- = 3146 


tion, they are the subject of months of anticipation by 3202 
the public and of preparation and promotion by those = 3255 
who make and distribute merchandise for these occa- 3305 
sions. They are observed on the same date of the month, = 3302 
but not on the same day of the week. Would it not be 316 
a great advantage to everyone were these arranged al- 3408 
ways to come on Monday, so that, tied in with Saturday = 3523 
and Sunday, they would afford us a three-day long re- _—3575 
cess, a welcome respite in our intensive and competitive 3632 
lives?—Alma K. Anderson, President, Red Head 3638 


Brand Company, in ‘‘ Journal of Calendar Reform’’ 


[Repeat from the beginning until end of the ten-minute test period.) 
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Junior O. G. A. Test 
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From Our Mailbag 


OU are getting out a good magazine— 

the best of its kind!—B. P. Foote, 
Board of Immigration Appeals, Washing- 
ton, D. C. 


> THIS MORNING I picked up an old 
copy of “The Gregg Writer” and realized 
how much I was slipping in my shorthand 
and typing. I would be very much in- 
terested in subscribing again to the maga- 
Would you be so kind as to send the 


zine. 


Tue Grece Warrer, January, 1945 
TH 


nagazine to me at the address given below 
and bill me for a year’s subscription. 


Thank you very kindly for this favor.— 


’ ry . , , 
Vrs. R. L. Thompson, The Secretary's Of- 
ce, Headquarters The Engineer Schoo 
Fort Be r, Virginia 


A B C’s of Typewriting 


A is for ACCURACY—all should demand 

B is for BETTERMENT—then surely at hand. 

C is for CONCENTRATION—strive for it, with 
might. 

D is for DESKS—of the proper height 

E is for ERRORS—they should not be served 

is for FINGERS—naturally curved. 

G is for GLANCING—at notes, not the type. 

H is for HEAD POSITION—keep it just right 

I is for INTEREST—stimulate it well! 

J is for JOB—you may get, who can tell? 

K is for KEYS—we should definitely learn 

L is for LINGERING—let the carriage return! 

M is for MACHINE DEVICES — know 
one. 

N is for NEATNESS—let this not be undone 

0 is for OVERESTIMATING—keep “in touch” 
with your speed. 

P is for POSTURE—this rule you must heed 

Q is for QUICK—to do tasks just right 

R is for RHYTHM—continue your flight 

s 

T 


= 


every 


$} is for SITTING—too close to the machine 


is for TABULATION — here lingering may 


be seen 

U is for UNFAMILIARITY— it should be cast 
out. 

V is for VALUE OBTAINED — it’s inexpressi- 
ble, no doubt. 

W is for WRISTS—don’t keep them too high 

X is the LETTER—that causes me to sigh 

Y is for YIELDS—that your typing brings 

Z is for ZEAI required to do all these things 


T. Rosemary Noehring 
Technical High School 


St. Cloud, Minnesota 


Answers to CT Quiz 


See page 240) 


1. Commi 20. Cus Tom 
2. CluTch 21. reCiTe 
3. aspeCT 22. musCal 
4. CaTnip 23. abjeCT 
5. acCen] 24. oCculT 
6. aCTive 25. CaTtle 
7. oCelol 26. loCkeT 
8. roCkeT 27. faCTor 
9. exCiTe (inCiT: 28. CorneT 
may be counted 29. ChinTz 
correct also 30. dulCeT 
10. eleCTs 31. ereCTs 
11. viCTor 32. arCTic 
12. loCaTe 33. CloThe 
13. diCTum 34. sCouTs 
14. direCT 35. CloseT 
15. seCreT 36. doCkeT 
16. heCTic 37. reCTor 
7. ChanTs 38. CounTy 
18. sCanTy 39. oCTave 
19. induCT 40. esCorl 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 

these columns to the students submitting the five best tests in each 

group during the previous month. This is a noteworthy honor for 
which every student should strive. 


Pastis a5 








SHORTH AND C. T. Progress _—*ieJandrina Carrera, Golesi 
de Nuestra Senora de 
: , ' A los Angeles. David, 
O.G.A. Tests | " os Ha “ Del le Tests Chiriqui, Panama (59 
a ersi ireemastie | words, 6 errors) 
liana ‘on ic 
a OG . | , < i. Conrad Cook, High School 

Junior O.G.A. Ti 0-WorD Sreet Opdyke, Tilinois (53 

ee tullix } \\ SPEED words, 0 errors) 

Betty oo ne ide - EE | D ris M Albert High Beverly Ashley, Centra) 

J i “Chas lich. High oe Leta Fay Faulkner, Theo Scheel, Hanesek, Wis- High Sehool, Battle 

Julie P igh J — . consin Creek Michigan (53 
ae ‘ hag plor s Fy, ~-5 High Peggy Cox, Girls Central words, 0 errors) 

Beech, ew | 4 “er ashingtor | High School, Butte Stella Trolano, St. Mary 
;* : ~~ r J —. = oe Hict | Mor ana . Euphrasia Commercial 
choo anville € — ae a ta} Au -: oe yee School, Washington, 
nia mene a . Catholic igh School, D. C. (52 words, 0 er- 

Virginia Bernhardt High  Somire maior, > + Some Fort Wayne, Indiana rors) 

Scho Traverse City poy vor ¢ t erno! | Irene Denham. Morse High 

Michigan , : P -= aa School, Bath, Maing . - 

Patricia Tierney, Edgewood = scker, Glenville | Carol Hackett, High 60-Worp SPreep 

High ~ Madison a Scho Cleveland Schoel, Newport, Vermont 

' Shirk Wilcox, High | Florence Missler, Precious 

w Price Utat a.Wlean Sons Blood School, Dayton 
0-Worp Srt Ohio (66 words, 1 error 

Juli arke 
© ( , A ME M BE Rs . J] J anne Park Vermont choo! _- 2, = 
ese Complete Theory | Junior College, Mont aan qian a dane 

Gloria Sct —— siaeaiies Ruth Ann Raubach, Nor 
Delores Parker, Hoover la Wilson, Thomas T yenship Higt ; School, some Sollee es ustness 

High School, San Dic efferson High School ; > a oe Norfolk, Nebraska (65 
gh Se l an ieg - . Neffsville, Pennsylvania 3 , 

California Council Bluffs, lowa Doris Cruger, Central So, © csvers) 
Rosemary Pfaff, Higt Florence Paniak, St High School, Madi Viele Comes, Fens Com 
School, Jefferson, lowa Bridget’s Commercial W ioe =. . . actsen mercial College, Wash 
Clara Lodato, High S« School, Chicago, Illinois | Ayana Rodwell. South ington, Pennsylvania (62 

Westu i New Jersey Mary White St Patrick's | ~ Rr ward Hi .* Reb ol words, © errors) 

mena ninaieal High High School. Roxbury Dania ” Florid — Lucille Medeiros, St 
Schock @endesten. Pes Massachusetts | = F = - ote titel Anthony High School, 
. 5 Caroline Lichtenstein. High | Catholl High School New Bedford, Massachu- 
. Seb . | Chol Sen set 52 
Ge lanne [> Fr . is Island ee | Topeka, Kansas ts (62 words, © errors) 
ad let ilim " | 
Freda G College of . 
Practical Arts & Letter Worp SPreep 
Bostor Massachusetts | . ‘ 

Junior Shorthand Senior O.A.T. Betty Wollan, High School 
R iT | Test Mosris, Illinois (77 
Speec ests — : es words, 2 errors) 

Senior Shorthand Ruth Hawes, Interstate 
Ww - - Marcela Linares, Queens Business College, Fargo 
Worp S Speed Tests Collere, Charlotte “North North Dakota (76 words 

Anna Schramm, St. St — Tm “sa, Duhamel, Not 
' mm. ox , —_— Dorothy Ward, High —e OSS 
n High School, « Worp Sper ia - -) ~-*. -“™ Dame Academy, South-_ 

Ar ae rezynski ! lin | Mary Dolores Izzo, Sacred bridge, Massachusetts (74 

r ~> pt ee ae querine Heininger | Heart Commercial School words, 1 error) , 

ole Secretarial S Lradle College Peoria Columbus. Obik Doroth Salamon, Warren 
= > a >. - Iinois ; | Murley Jean Chitwood Harding High School, 

Sahend * rane ae i “hew a - Franz Andrews Robbins High School Bridgeport een 

Pe ~*~ .. . nECSOUTE owe SEUSS r Girls, Wil Robbins, Tennessee words, 2 errors) 

‘rol Garcelon, Stonewal loughby, Ohi Maria Cecilia Flores Ruth Bommerscheim. High 

— - = - vie _ Allen, Business Loretto Abbey, Armour School Pinckneyville, n- 
arlestor est ir a paratory Sch ol Heights. Toronto, On linols (71 words, 1 error 

ginia ichita, Kansas | tario, Canada 

S0-Worp SPrrep 
TYPEW RITING esi nea eae 
. Poses ivian aker, oodbury 
0 
Competent Typist College, Los Angeles, 
. Calif : : 
O.A.T. Tests Mary Bertha Alt. Central Tests — me ( vom, | 
ee Pe a) ses “ . error) 

, n i High School, Johnstown Geraldine Mack, St 

JUNIOR A.T Test Pennsylvania Woap S Joseph's Academy, 8&t 

Mary Ette Pierce, High  ariorie Cox, High School — Paul. Minnesota (82 

Sehool. Palatine. Illinois Girard, Kansas " : : _words, @ errors) 

wy =~ : : Shirley Glibbery, Central Carolyn Hunt, University 

Ht _ ook te —— es Elsie Crawford High | High School, Duluth High School, Columbia 

£ School, altham School, Salisbury, Mis- | Minnesota (59 words, 0 Missouri (82 words 3 


Massachusetts souri | errors errors 
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THE SHORTHAND REPORTR 





NEW PEN FOR THE DURATION 


If your fountain pen seems in danger of becoming a wartime 
“casualty.” you may benefit from the experience related here 


By CHARLES LEE SWEM 


Supreme Court Reporter, New York, N. Y. 


NE of the minor casualties of the 
War, a casualty which affects re- 
porters probably more than any other 

group of people, is the fountain pen. Re- 

porters can and do get along without new 
automobiles, new iceboxes, or any of the 
ther mechanical gadgets upon which we 
have become so dependent, but when the 
fountain pen begins to disappear from the 
market, the shorthand reporter is the first 
to miss it. There is nothing in the world 
that will so completely upset the equilibri- 
um of a reporter as a pen that begins to 
sputter or tear into the paper or that other- 
wise “acts up” in any of the innumerable 
ways a pen can when it begins to wear out. 

And, apparently, all over the land the 
fountain pens of reporters are beginning to 

“act up.” I doubt, however, that they are 

all wearing out at once. I suspect that 

most of us only think so, and we are grow- 
ing a little panicky at the thought that we 
may not be able to replace a favorite pen 
that until yesterday was a boon companion 

but which now is beginning to develop a 

cranky quirk. For, to a shorthand reporter, 

a pen possesses almost a personality, with 

all the foibles and unpredictable moods 

characteristic of a human personality. 


QN days when it feels like writing it 
will be as responsive as a lover; at other 
times it will kick and spit and gouge sav- 
agely into the notebook, or it won't write 
at all until it has been carefully cleaned 
and petted and given a drink of a new 
brand of ink. But, still, it is our favorite 
and we have got used to its fickle habits 
We know, of course, it is not perfect, any 
more than our human friends are perfect, 
but we tolerate its imperfections because 
they are not too serious and we have ad- 
justed ourselves to them. And, anyway, 
if, upon occasion, it does begin to act too 
scandalously, we could go downtown and 
meet a new friend or buy a new pen. 

The fact that the new friend or the new 
pen never quite comes up to expectations 
and we find ourselves turning back with 


comiort to the old one again, only empha- 
sizes the fact that the favorite is still, after 
all, the favorite. We have simply had a 
fling and established our independence 


IT is rare to find a reporter 
the owner of a complete battery of pens, of 
which he will use only one and perhaps 
carry another with him as a spare; the 
others lying discarded in the drawer of his 
desk. He will regularly try one of the dis 
cards, or he will add to them by going to 
the pen shop and acquiring two or three 


who is not 


new ones, always hoping to discover per 
fection—a pen that possesses all the quali- 
ties of the favorite, but without its fickle- 
ness—but he never quite reaches the end 
of the rainbow He tries, never giving up 
hope; but, still, year after year he puts his 
favorite. Of course, the end 
both pens and 
reporters do wear out. If it happens to 
be the pen first, the process is very sim- 
ple: the reporter simply finds a new fa 
vorite (probably among his discards), one 
that was always as favorite 
but to which he had never really attempted 
to adjust himself because he had never been 
compelled to before. 

A pen to a reporter is 
instrument, and if, during a time when new 
he finds his favorite either 
going or gone, he is perhaps justified in 


becoming a little never finding 


trust in the 


must come sometime, for 


good as the 


a very personal 
pens are scarce, 


fearful of 
another that will do just as well. To be sure, 
there are still fountain pens to be had, but 
not in the quantity calculated to satisfy 
the reporter. When he tries out a pen he 
is not content to try one or nothing 
less than a 
gives him the 
full opportunity of free choic« 


two; 


dozen—perhaps two dozen 


feeling that he has had a 
Even wert 
new pens 
would find 
not a single one to suit him without further 
he would 
that came 
nearest to his ideal, buy them all, and try 
then 


he to sit down with a gross of 
before him, the chances are he 
acquaintance. Out of the gross, 


probably select two or three 


them out one by one in actual work 
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From a Reporter’s Notebook 


Notes by the recently appointed reporter to the New York Surrogate Court 


Transcript given om page 264) 
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Samuel S. Sklarew 
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maybe assign them a// to the drawer ot 
discards as not, after all, the equal of tl 
favorite he has been attempting to re 
place. 
Once in 
pen and he discovers one quite as good as 
the favorite. Then he expands as one with 
great riches, for he now has two pens that 
he can use interchangeably. For the most 
part, however, the shorthand reporter is a 


one-pen man most of his life. 


a while the miracle does hap- 


stock 


warl- 


PERSONALLY, I have found my 
of discards the solution for all my 
time pen difficulties. Until six 
I had used one fountain pen continually for 


twelve years of active reporting. For the 


months ago 





first seven or eight of those years it was 
a pen as nearly perfect as any fountain 
pen can be. It flowed perf at all 


speeds; it wrote instantly upon touching the 
paper; it made a fine, distinct line with a 
minimum of fricti 
come to an end 

For the past five 
scious of the fact 
gradually wearing 
dium, and then to blunt, 
been diligently seeking an- 


that period I have 


but all things must 
vears I have been con 

point been 
from fine to me- 
and for those five 


1 


that th 
down 


nas 


years I have 
other favorite. During 
tried out tn actual 

dred without 
more than a 
six months ago, the 
favorite wore completely 


’ 


little bit 


practice at least a hun- 
discovering 


best”; 


anything 
so that when, 
iridium point of the 


i 
ff, I felt just a 


pens, 


“second 


hel pl ss 


IN desperation I went to my discarded 
stock and resurrected a half-tried nib, an 
old feed, and a new barrel, assembled them 
all into 


and behold, | 
had a new pen th the qualities of 
the favorite 


It made a beau- 
tifully fine line, it smooth and fast 
but it self-starter; that is, it 
would not immediately after it had 
been put temporarily laid down. 
In addition, while it 


rule, it had a disconcerting habit of occa- 
sionally thinning out for no apparent rea- 
son—sometimes on a fast take, sometimes 
on a Surely, I decided, it was 
no pen to place one’s trust in, and I threw 


one unit, 


except one 
Was 
Was nota 
writ 

aside | 


flowed perfectly, asa 


slow one 


it in disgust into the discards again, only 
to come back to it time and again. 
Finally, as a wartime expedient, I got 
myself a small ink bottle, filled it with the 
same kind of ink that I used in the pen 
itself, placed the bottle on my reporting 
desk, and developed, after mucl 


practice. 
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the habit of dipping! For six months | 
have used that cranky point constantly, and 
by dipping now and then, to encourage the 
natural flow and to keep the line from 
thinning out, I have a pen as good as any, 


for the Duration. 


r = . . 
THE reporter expects much of a pen, pl rh 


ably too much \ pen cannot possibly 
possess all the conflicting qualities that 
would make it ideal in all respects. It 


} 


cannot make a fine, delicate line and at the 
time comfortabl 
smoothness of a mot A flexi 
ble point will “give” under pressure; a 
iff paper. A tree 
a tendency to blot; 
blot 
speed 


write with the 
blunt point. 


same 


ww nte th 
dig into the 


will 
it high And 


with the humidity 


feed that w 
slow down or thin out 
mm a moist, 
at par, anything may b 
kind of point. 

We undoubtedly do 


never 


summer day ¢ 
expected from any 


expect too muc! 


but because we set our pen standards high, 
when we do discover a pen that possesses 
most ot the desired qualities most of the 
time, there is not money enough in th 


world to buy it from us 


Congratulations ! 


vy October 30 last, three Diamond 
Medalists whose names are familiar 
to readers of these columns achieved t! 
ambition by winning official reporting aj 
pointments—two of then Lirt 
man and Herman Lauter) to the Supreme 
Court, and Samuel S. Sklarew to the Sur 
rogate’s Court, the latter court 


( Louis 


being ol 
identical importance and jurisdiction in tes 
tamentary 


matters to the 
in all other litigation 
It is interesting to note that in this last 
Civil Service Examination for appointment 
to these courts, there were seven Diamond 
Medalists in the group of 240 taking tl! 


Supreme Cou 


civil 


test. When the papers were examined and 
rated four of these Medalists had won 
places for themselves close to the top of 
the list, in consecutive order—one after 
the other—Mr. Lirtzman with a rating of 


95.242: Mr. Lauter with 94.908: Mr 
Sklarew, with 94.743: Morris W. Rifkin 
with 93.067. With the appointment of the 
Messrs. Lirtzman, Lauter, and Sklarew, 
Mr. Rifkin thus becomes the No. 1 
didate on the present eligible list, in line 
for the next appointment to be made 


can- 
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Mr. SKLAREW is a graduate of James 
Monroe High School; the other three are, 
like so many of our New York reporters, 
graduates of the High School of Com- 
merce. Until recently Mr. Lirtzman con 
jucted reporting classes (the New York 
School of Shorthand), apparently being 
able at the same time to keep his own un- 
usual speed at the necessary pitch to earn 
a high rating in what is probably the most 
exacting Civil Service reporting examina- 
tion in the country. The Messrs. Lauter, 
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Sklarew, and Rifkin, in preparation for the 
last two Supreme Court examinations, 
have met together regularly for dictation 
practice, joined by another Diamond Med- 
alist, Harry Young, already an official Su- 
preme Court reporter, appointed from the 
preceding list. Thus, by codperative ef- 
fort in this “class,” they developed the 
speed and accuracy which have made them 
such superlative writers and successful 
reporters. 


WuHo’s WHO IN SHORTHAND SPEED 


Chicago and New York Win Awards 


EXAMINER A. A. BOWLE 





Jean Whyte 


INCE Jean is such a modest little 

maid,” writes Miss Wilma S. Gar- 

ner, head of the Commercial De- 
partment of the Pullman Free School of 
Manual Training, a vocational high school 
for boys and girls founded by George 
Mortimer Pullman, in Chicago, “I'd like 
to add a plug for her.” We are glad to 
quote “said plug” that the teacher of Jean 
Whyte gives this new Diamond Medalist, 
who now holds an important stenographic 
position with a Chicago attorney 
lligently recognized that “there 
ad to lear and acted accord- 
ingly. Coming to school an hour early on icy 
winter mornings was no hurdle for her. The 
fifty or more extra school hours spent on her 


First, Jean 


is no royal r 








favorite subject were willingly given 
Moreover, her fiancé is working for his wings 
in the Army Air Corps and Jean was anxious 
to make him proud of her accomplishments, too 
In addition to the extra hours spent on her 
transcription (and letters to the Army), she was 


Bernard Schnierer 


working in a lawyer's office after school and on 
Saturdays during the winter 

So, you see, in addition to being tiny, poised 
and gracious, she has enviable determination and 
ambition. 


CONFIRMATION of the fact that she 
liked shorthand is the statement of the 
“200-word-a-minuter” herself that the study 
“has been my favorite subject.” And she 
goes on to say that perhaps the reason 
for this is that “it came so easily to me. 
At the end of my first year of shorthand, 
I had reached a speed of 120 words a 
minute. At the end of my second year, | 
had passed my 160—and this year I passed 
the 200-word official !” 

Like other students who have made 
good, Miss Whyte gives special credit to 
her senior teachers. “Did Mrs. Garner tell 
you,” she asks us, “the part she played 
in my winning the Diamond Medal? She 








in dictating 
when | 
hadn't 


gave much of her time, too, 


those winter mornings 
was practicing for the test. If it 
been for her wonderful help and her pa- 
tience with me, I never could have 
I feel 


t me on 


reached 


my goal. S that much of the credit 


should go to 
THE Chicago Tri 
of general interest, 
Miss Whyte 
Miss Roberta Wood and 


(,arner 


une printed the item as 
giving a photograph of 
and mentioning her shorthand 
Mrs. 


teacher Ss, 


Wilma S 


a Gregg Manual at home 
knows. 


HERE was 

From whence it came nobody 
Its pothooks fascinated me, so I familiar 
ized myself with shorthand outlines during 
pursued a general 
High School, New 
take my shorthand 
hobby 


awarded me an 


study periods while I 
course at James Monro 
York. But I did not 
seriously. It was just a 


Monroe 


a member of 


M for 


a championship base- 


“James 


hein 
recing 


hall team. and a career beckoned to me, I 
thought. I would one day become a pro- 
But the ‘best 

\long came 


ional ' 
essional 


baseball player 
laid plans of mice and men 
the depression and I had to look elsewhere 


er qe 
tor a living 


“It was not long before I learned that 
employers paid little attention to applicants 

10 ‘special’ training to offer, so 
best to look at my Manual 
I really glued my eyes to 


who had no 
I thought it 
again. This tim 


the book and my ears to the radio, and 
pulled my speed up to about a hundred 


words a 


IN the following years I held several jobs, 
one of which was as sports reporter on a 
New York paper. Then I passed a New 
York City Civil Service examination which 
required a shorthand speed of 120 words 
a minute. Subsequently I was appointed to 
the Department of Purchase 

‘Then I determined to do right by my 
‘little (shorthand) Nell.’ I studied in 
earnest. At Pace Institute, Mr. Moosbrug 
ger helped me to garner my 140-word 
medal; at Louis Lirtzman’s school I ac 
quired my 160; at Hunter College, under 
Charles Zoubek and in 
spired by my wife and my 16-months old 
daughter, | attained the 175- and then the 
200-word awards 

“Meanwhile, after working six years for 
the City of New York, I felt the clammy 
hand of sundry clerical duties deadening to 
my blossoming sherthand 


the tutelage of 


career. I re- 
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signed and took a position with the Com- 
mission for Investigation of the Workmen's 
Compensation Law Administration, which 
recently exposed the kickback system prev- 
alent among doctors, and the malpractice of 
employees in the administration of the law. 
My most was to ac 
company the Commissioner, a New York 
State a New York City de- 
tective, on an investigation of the upstate 
area. That’s a story in itself! 

“Upon the expiration of this commission 
I entered the emp! Vv t the Wage, Hour. 
and Public Contracts Division of the United 
of Labor as a shorthand 
had the ex 
reporting an address by thx 
Secretary of Labor, Madam Perkins. I am 

Diamond Medalist 


exciting adventure 


trooper, and 


States Department 
reporter. Thus far I have 
perience of 
the ninth who has 
worked in this unit. Four of the cight mem- 
bers of our present stenographic force boast 
the Diamond Medal!” 
fm hal “ : 
PHISs, in his own words, is the story of 
Bernard Schnierer, who has just been noti- 
fied by the Board of Regents of the State 
of New York that the degree of Certified 
Shorthand Reporter has been bestowed 
upon him after passing the 
difficult examination the Board 
pirants to that title. 
Congratulations, sir 


successiully 


gives as 


Transcript of Notes of 
Samuel S. Sklarew’s 


Shorthand on page 261 


Q. I am interested in your Supreme Court appear 
ances. Do you remember your last’ Supreme Court ap- 
pearance before today 

A. That’s right; in Brook! 

Q. How long ag 

A. Well, I don’t know the exact date 

Q. I don’t want the exact dat Was it a atter of 
lays or ts matter f a week 

A. It was a week or ter iays—before Christmas 

Q. Did testify for a defendant 


A. 1 didn’t testify 

Q. Were you called as 

A. That's right. I told him everything they clai 
was there 


a witness for a defendant! 


MR. ROTHBARD: May that stricken, your Honor? 
THE COURT: Yes trike it out. Just answer the 
juestlions now 

Q. When did you testify in urt before that ap 
pearance in Brooklyn as an X-ray expert! 

A. I don’t know, A couple of weeks before that, ma) be 
Q. In what county 

A. I testified in the Federal Court in December. I 
testified in New York Supreme Court in December twice 
I testified in Brooklyn. I went to court to Brooklyn 
twice and testified once 

Q. In December how many times did you testify on 
each time, on each occasion, as an X-ray expert 

4. Well, I went to urt 


I say, about— 
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New Times for War Time 


From “Clement Comments No. 162” 


Combined with two excerpts from the “Journal of Calendar Reform” 
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Bushels of Time 


From “The Friendly Adventurer” 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter One of the Manual 
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Graded Letters 


By A. E. KLEIN 


For Use with Chapter Two of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Three of the Manual 
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Mileage Hints 


From “Esso Marketers” 
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Camel Sense 


From “The Advertiser’s Digest” 
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Mail from Home 


From “The Kalends of the Waverly Press” 
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WRITE HIM TODAY 


The Food Front 


By DR. VICTOR G. HEISER 
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Aetual Business Letters 


A “Different” Sales Approach 
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